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standard norm NO. 64 


CL *=a ^ 


Office Memorandum • united states government 


to : Chief, Intelligence School 


10> December 1957 


25X1 


FROM : Chief, Operations Support Faculty 

subject: Weekly Report No. 50, 3 December - 10 December 1957 

1. Administrative Procedures #75 was completed on 6 December. 


Office'of°Communications, telephoned to Inqlirertg^ding^he organ- 

“ ,= srjsrssz sssss 

■ the lect ur^on DD/S organisation and in the presentation of Project 25X1 
Procedures where the Office of Communications was noted as a coor na g 

. .. __ XU4 v, + rrn nilT.PR OI ^ UUVCA 


of the Training Office, 


25X1 

25X1 


25X1 
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component in DD/P projects, 
sation with 


Within ten minute s of 


ScUoJ-UIl -J, 

Office of Communications, telephoned . . 

question to her and was given the same replies. 


of the Training Office, 
and posed the same 


o | 1 contacted! 1 1 — - 

ofTe^eS^lSt^-lh^nfrf HouXoUKerts. 
resulted in a revision of this lecture to incorporate recent change 
and revisions. 


Passenger and Movement 


25X1 

25X1 

25X1 
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i In order to clarify the Name Check lecture, J decided 

to plte completed^sample copies of Po^Pl »ame Check and/or Document 

i -n g+. f A' 


.es ox rurm v **>-w*- — — , 

Request Service and *'orm| | Request for Investigation ^ , 

i n the kits f or Admin istrative Procedures and Offers, to 

discuss with thS the writing of a sample ~ She 

they would. find Mm 

, | * , 1— — *■ I composed a 


25X1 

25X1 
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a completed sample Form 
completed sam pl e form. 


by 


The appointment with 

Chief, Cl Training Branch. 


was arranged for 


25X1 


25X1 


c | Chief, Machine Records Division, Office of the 
Comptroller, has requested assistance in training certain clerical per- 
sonnel_to^ accomplish and maintain the new Persc f el Information Card, 


25X1 


Form 


accompxisn ana lueuaiooxii unc — tvs in 

which is used primarily by the Machine R ecords Division in 
wmcn •*•=> _ “ has assumed responsi- 


IViJU | - 1 _ 

SStf S?tSs ^e=t L Sich r maJ inv olve only one training session for 
rSrSVrtu? of° clerkswho keep the Personnel Infection Cards current 
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in the various Agency offices. At present. 


is conf erring 


wuv * ' - _ - • it 

with representatives of the Office of Personnel as well as with 
concerning the training requirements. 


25X1 
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